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BUMED | NSTRUCTI ON 5310. 10

From Chief, Bureau of Mdicine and Surgery
To: Al I nternal BUVED Codes

Subj : HEADQUARTERS PCSI TI ON MANAGENMENT
Encl: (1) Sanple Qutgoing Mail Record (OWR)

1. Purpose. To establish the Position Managenent (PM Program
policy, and operating procedures for Bureau of Medicine and
Surgery (BUVED) Headquarters.

2. General

a. Position managenent is the ongoi ng managenent process of
structuring positions and organi zations in a manner which
pronot es econony, productivity, and organi zation effectiveness.
It involves the determ nation of the needs for a position,
required skills and know edge, organi zation, grouping, and
assignment of duties. In applying position nmanagenent
principles, a balance nust be naintained between controlling
escal ati on of grades, providing opportunities for career
devel opnent, attracting the best possible candi dates, providing
enpl oyee job satisfaction, and perform ng necessary functions in
t he nost econom cal and efficient way possible.

b. The PM Program enconpasses all headquarters civilian and
mlitary positions which require constant reeval uation by al
supervisors. PM provides a neans of defining an effective
organi zation and identifying necessary changes. Si nce the
assignment of duties to individual positions is inherently the
responsibility of the |ine managers and supervisors, they nust
take an active part in the PM Program

3. Objectives. The objective of PMis to establish a position
structure (the arrangenent of positions in an organization) that:

a. Achieves the proper bal ance anong econony, efficiency,
use of skills, the attraction and retention of conpetent
personnel , enpl oyee notivation, enployee devel opnent, and
avai | abl e resources.

b. Uses work processes, equi pnent, procedures, nethods, and
techni ques effectively.
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c. Prevents or elimnates such conmon organi zational faults
as unnecessary fragnentation, excessive |layering, too many
assi stants, inproper job design, outnoded work nethods, and
i nproper distribution of manpower.

d. |Is consistent wwth financial and program pl anni ng, and
full execution of allocated civilian workyears.

4. Policy. Guvilian and mlitary positions will be managed by
t he Position Managenent Board under the guidelines of this
i nstruction.

5. Principles. Supervisors nmust consider the follow ng factors
when executing position managenent:

a. Know edge of the m ssion of their organi zation and
ability to evaluate the need for all resources, including
personnel, to acconplish their m ssion.

b. Continuously validate their onboard manpower resources in
conparison to the workl oad requirenent, and ensuring the mlitary
and civilian personnel are maintained at the nost econom cal
gr ade.

c. Correct excessive layering of all positions.
Organi zational fragnentation to derive higher grades and ratings
is evidence of poor personnel nmanagenent and nust be avoi ded.
The proportion of higher level positions will be consistent with
the I evel of tasks perforned.

d. \Whenever a code can operate effectively with | ess than
t he personnel authorized, that code will pursue efficiency
t hrough partial reductions of authorization to enable
real |l ocati on of manpower resources to other areas.

e. The civilian payroll wll be managed within the funds
all ocated for that purpose.

f. Wthin space constraints, fund limtations, and workyear
allocations, civilian personnel will be used to the naxi mum
practical extent in positions which do not require a mlitary
i ncunbent for reasons of law, training, security, or discipline;
which do not require a mlitary background for successful
performance of duties involved; and which do not entail unusual
hours not normally associated or conpatible for civilian
enpl oynent .



g. Vacancies will not be refilled if the recruit action
exceeds the previously established full perfornmance | evel of the
position and can be replaced by a | ower grade or if the workl oad
of the organi zation has been reduced by an anobunt equal to the
wor kl oad of that position.
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h. There nust be challenge, variety, responsibility, and
wel | -defined career |adders for all positions to attract and
retain conpetent enployees.

6. Position Managenent Review GQuidelines. Reviews wll be
conducted each tinme a billet or position is created, changed, or
vacated. Use the follow ng nethods of analysis, as necessary:

a. Functional. Conparison of past acconplishnents of
existing functions with functions yet to be acconplished. Answer
the foll owm ng questions:

(1) Are all, and only, the required functions being
per f ormed?

(2) What are the personnel requirenents to performthe
functions?

(3) Can functional responsibility be assigned el sewhere
with a resultant savings in manpower resources? Can functions be
assigned to other billets or positions?

b. Ouganizational. Conparison of standardized operations to
simlar operations perforned by other organi zations. Answer the
foll om ng questi ons:

(1) Does the structure provide flexibility?

(2) I's there organi zation fragnmentation?

c. Positional. Determne if current billets or positions
are necessary by relating themto m ssion acconplishnent. Answer
the foll om ng questions:

(1) Wiy was each position initially established?

(2) What does the incunmbent in a position acconplish, and
could the m ssion be acconplished w thout the position?

d. Oher General Questions

(1) Does the civilian and mlitary staffing result in



duplication of effort?

(2) How well do the beneficial suggestions, incentive
awar ds, productivity inprovenent, and other prograns operate
wi thin the organization?

(3) I's any part of the workload nore properly a
responsibility of some other function, departnent, or office?
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(4) Is each mlitary billet or civilian position fully
justified?

(5) Does the nature of the position, if full tine,
preclude establishing it as a part-time career position?

(6) Are allocated civilian workyears fully-executed but
not exceeded?

7. Supervisors and Managers. Managers and supervisors are
responsi bl e for applying sound position managenent criteria and
st andards when pl anni ng organi zati onal changes in position
structures, relationships, or assignnents of new
responsibilities. Using the position managenent review
guidelines wll determ ne the appropriateness of all personnel
actions before initiated.

8. Conptroller (MED 94)

a. MED-94 wll ensure funding is available in the civilian
| abor allocation for the proposed action.

b. Advise Position Managenent Board (PMB) of the actua
execution of civilian workyears for the board to nake sound
managenent deci sions on the additional hiring of tenporary
enpl oyees to fully-executed allocated civilian workyears.

c. Ensure billet updates are made to the Efficiency Review
as a result of organizational or positional changes w thin BUMED,

9. Drector of Headquarters Adm nistration. Process al
approved personnel and award acti ons.

10. Position Managenent O ficer. The Chief of Staff, BUVED is
desi gnated as the position managenent officer (PMO)and wll serve
as the chairman of the PMB. The Deputy Surgeon Ceneral wll
revi ew and approve decisions of the PMO




11. Payroll Representative (NED-94)

a. Prepare agenda for the nonthly PMB.

b. Provide adm nistrative support to the PMB, i.e., take
meeting m nutes.
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12. Position Managenent Board. The PMB is established to ensure
Headquarters PM policies are executed in the nanagenent of
personnel and billets. The PVMB will make their recomendati ons
to the PMO. The PMB consists of the foll ow ng nenbers:

a. Al deputy chiefs.

b. Position classification specialist fromWge and
Classification D vision and a staffing specialist, Human
Resources O fi ce.

c. Head, Fiscal Branch (MED 94).

d. Payroll representative (MED- 94).

e. Personnel representative (MED-91).

13. Human Resources Ofice. The Human Resources O fice wll:

a. Provide training on position managenent as determ ned by
t he PMO,

b. Ensure the personnel or position request is approved by
the PMO before initiating action

c. Assist in planning reorgani zations or establishing
addi ti onal organi zation conponents.

13. Pr ocedur es

a. Supervisors. Before submtting personnel or award
actions, apply the position managenent principles and gui delines
in paragraphs 5 and 6. Submt personnel and award actions
t hrough the chain of conmmand using an Qutgoing Mail Record (OWR)
as shown in enclosure (1).

b. PMB. Review all classification and staffing actions or
Request for Personnel Action (SF-52), and forward to the PMO for



approval or disapproval.

C. PMO. Convene the PMB, as needed, to assist in the review
pr ocess.

14. Forns

a. SF-52, Request for Personnel Action, is available from MED 91.

b. OPNAV 5216/4, Qutgoing Mail Record, is available in digital fornat
from MED- 914.

S. T. FISHER
Deputy Chi ef

SAMPLE OUTGOING MAIL RECORD
OPNAV 5216/4 (Rev. 1-79)
CECCEECEECEECELLECELCEEEEECEELELELELELELEEEEE
CLASSIFICATION (of attached material) €

UNCLASSI FI ED €
L CEECECECEECECECELCECECELCECECLELLECECLELEELELEE
CONTROL NO. €0ODSER REF  €CODE ORIG €CNO SER €CNO DATE €TYPE
€ € BUMED- 914 € € €
CECECCECECECCECECECCECECECCECECECCECECECCECECECCECECECEECECELELECECLELLELELELEEE
ADDRESSEE (CMR acti on) €REG NO. €SSIC
€ €
L CCECECECCECECECCECECLELLLCECLELLLELELELEEE
KEY WORD €KEY WORD €KEY WORD
PERSONNEL € ACTI ON €
CECECCECECECCECECECCECECECCECECEECECECECCECECECCECECECEECECELLLCECLELLELELELELEEE
KEY WORD €DOWNGRADE YEAR €DECLASS/REV YR
€ €
L CCECECECCECECECEECECELELCECLELLELELELELEEE
REQUIRED RETENTION DATE € NUMBER MAIL €DISTRIBUTION
€ €

L0 95 S 9 OSSR 9% 8 SR 9% 98 5% 9% 98 55 S 98 O S 9% SRS 9% 98 SR 9% 5 5% 9% 98 55 9% 98 O S 95 O S 9 955K 9% 8 S 9% 9855 9% 98 55 S 98 O S 98 95 9% 8% 9% 9558 9% 98 SH 91 98 SHSR X ALK X AH S
CLEARANCE LADDER

£ 36 36 3% 3% 3% 3% 3K 3K 9% 9 3 9% 9% 9% 9 3 3 3 3 3 3% 3% 3% 3% 9K 9 9 9K 9% 9% 9 3 3 3 3 3 3 3% 3% 3K 3K I 3K X X X X 3 3 3 X 3 3 3 3% 3K 3K 3K X X X X X X 3 3K X X X X 3K 3K X X X X XN
COMMENTS
Initial Nane Date in Dat e out Conment s

Di vi sion Director

_______ Assi st ant Chi ef - -
Cost ?
BUVED- 94 Billet avail abl e?



Added to agenda?
BUVED- 91 Dat e:

Date returned to deputy chief for PMB presentation

PMB r econmendat i on

BUVED- 09B - approved di sapproved

BUVED- 09 - approved di sapproved

Poi nt of contact: supervisor's nanme and phone nunber

L0 95 S 9 OSSR 9% 8 SR 9% 9855 9% 98 55 SR 98 O S € SRS 9% 98 SR 9% 5 5% 9% 98 55 9% 98 O S 95 S5 8 955K 9% OSSR 9% 9855 9% 98 55 S 96 O S 98 95 9% 8% 9% 9855 9% 98 S5 9% 98 SHSH 8 ALK X A SH S

SCREENER € FILMER € MAILER € COMPUTER €CLASSIFICATION (attached material)
€ € € € UNCLASSI FI ED

L0195 SS9 OSSR 9% 8 SR 9% 98 5% 9% 98 55 S 98 O S 98 SRS 9% 9851 9% 5 S 9% 98 55 5% 98 O S 95 S5 S 8 955K 9% 8 S 9% 9855 9% 98 55 S 98 O S 98 95K 9% 8 9% 9555 9% 98 SH 91 98 SHSH X ALK L A SH S



